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Work Flow Management:

The Old Way



Problem 

Solving

People & 

Partners

Process 

(Eliminate Waste)

Philosophy 

(Long-Term Thinking)

The Toyota Way



Architecture



The 5S Workspace?



The 5S Workspace?



Simple Collection Points



Time-based 

Organization



Working files
Reference files







Territories

Committees

Sales Meeting

Community Key Accounts

Responsibility Map

Projects

Budget

Meetings

Golf outing

Closeout pricing

Speech

East

West

South

Foot Locker
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IT upgrade

Benefits

Commissions

Special orders

Current year
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Fight Entropy



Process



No Process, No Flow

Stress

Increases

Backlog 

Increases

Concentration

Decreases

Production

Decreases



Process. 

Don’t “check.”



You can be the decider, too!



Dump

Delegate

Do

Designate

(now)



Keep value moving forward.

(It’s a value stream, not a value lake.)



Worst - First.



Live in your calendar.
(Not your inbox.)




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Right click, hold, and drag to Calendar



Release right mouse button

Choose “Move Here…”



Origina

l

email





The myth of 

multi-tasking



Batch personal interactions



Alerts

Batch email
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Service Level 

Agreements



Sample of a properly written 

Project Implementation Plan

Project Implementation Plan

ACTIONS Hrs People Involved Target Date Comp. Date

Objective:  Improve profitability by increasing starting gross margins

.

PROJECT COMPLETION DATE:   5/1

Project Name:  Pricing Overhaul

Collect current prices & profit margins

Collect competitor info

Interview key customers

Analyze research

Organize & lead product 

development / sales round table

Get key customer feedback

Organize & lead sales / marketing

round table

Finalize new product specs & pricing

Get final approvals

Present to the sales team
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Assistant

Assistant

Self, VP Sales

Self

Self

VP Sales

Self

VP Prod Development

Self,

Self, VP 

Sales

1/20

1/23

2/5

2/15

2/25

3/15

3/25

3/30
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The Toyota Way: Principle #14

“Become a learning organization 

through reflection and continuous 

improvement” (i.e., learn by 

standardizing the best practices) 

(Liker, 2004)



Jim

Implementation

Plan “C”

Implementation

Plan “A”

Implementation

Plan “B”

Implementation

Plan “D”

Weekly Planning



Weekly Review



Thanks. Really.
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